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Logging into the Cambridge LMS if you have a username and 
password 

If you have a username and password already [for example if the Client Administrator in 
your institution has e-mailed you the details) please go to the website address the Client 
Administrator has given you or which is in your book [for example 
www.cambridgelms.org/main ). Then enter your username and password in the correct 
fields and select Log In: 



Registering in the Cambridge LMS 

If you don’t have a username and password for the Cambridge LMS please register. To 
register in the Cambridge LMS please go to the website address in your book [for example 
www.cambridgelms.org/main ) 

1. Select the Register tab: 



@ English ' 


© Login 


© Register 


Welcome to the Cambridge 
Learning Management 
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2. In the first field select "I am a Teacher”. Complete the fields in the box that appears: 

Choose a username that you would like to use. If somebody else is already using that 
username the LMS will suggest a different one, or you can choose another one in the next 
step. 


0 Register 


Please enter your details below: 
limic* Toocruf 4 

First Hum: * 


Confirm email a 


Confirm Paaaword. * 

Dona of birth. * 

DO - | MUV^J - | 

You* 34)0 of tsrr wil bo ocooc r you to*gac yoj log n c 
j l ooopc arc agroo to the Teona r J Uu. * 


0CKE3 3t*5 *• Wf fa r-1 Ddt rt«n »Mc1 Hagniat 



Welcome to the C 
Learning r 
System 



Once you have entered your details, pull the key icon onto the lock icon and select Register. 

3. Joining/setting up school 
You will now be offered three options: 

• Join an Existing School. If your institution is already set up in the LMS you will be 
invited to join it. You can do this by entering the School Code (please ask your Client 
Administrator for it) or by searching for it 

• Ask for your institution to be set up in the LMS 
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• Continue as an individual teacher, without joining or creating an institution. Choose 
this option if you do not want to co-teach with any other teachers and are not part of 
a larger institution with multiple teachers and a Client Administrator. 


Welcome to the Cambridge Learning Management System 


Congratulations! 

You have created a teacher account and are a few steps away from teaching your classes. 


My School is already in the 
Cambridge LMS 

Use the School Code if you have it 
or search for your school. 


My School is not in the Cambridge LMS yet 


What would you like to do? Compare the options and choose the right one for you. 


School Account 

O Teach using any CLMS product 
0 Schedule student access to content 
0 Track student's progress 
0 Teachers manage own classes 

0 Create many classes at once 

0 Have multiple teachers in a class 

0 Additional administrator role to 
manage classes for teachers 


Individual Teacher Account 

0 Teach using any CLMS product 
0 Schedule student access to content 
0 Track student's progress 
0 Teacher manages own classes 

0 Create classes one by one 
0 One teacher per class 
0 No administrator role 


Perfect for schools with many teachers 


Perfect tor teachers working freelance or 
independently within a school 





Join the School 


■ 

Contact us to request a 
School Account 



Continue as Individual Teacher 


Choose the appropriate option for yourself. 

If you join an existing school the Client Administrator will be asked to accept you. Once this 
has been done and you have been assigned to a class you can make full use of the LMS. 

If you request a School Account your local sales representative will contact you with 
further information. 

If you continue as an individual teacher you will be asked some further details and you will 
then automatically be set up in the LMS. You will be able to create classes, manage your 
students and more. 
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Class Management functionalities 

There are a number of Class Management functionalities which allow you to create classes, 
enrol students into classes and more. Teachers within an institution do not have access to 
these functions as these are usually performed by your Client Administrator. However, 
your Client Administrator can assign you these privileges. If you would like to manage your 
own classes please contact your Client Administrator asking them to give you Class 
Management privileges. 

Individual Teachers who are not part of a larger institution automatically have access to 
the Class Management functionalities. 



Creating Classes 

To create a class select Create a Class on the My Teaching screen: 


Help (Q My Teaching Q My Learning Q Buy Courses © Reports Notifications 

Demo School of Eng... 


English v > 


Q Active Classes 


Join a School 


You will then see the following popup window: 

Create a class 

Class name * 

From date 22/07/2016 

Series title R «er by series 

Course name * Select a course 

Advanced options ▼ 


Create class 


To date 22/07/2017 
Level Filter by level 


Give the class a name that is meaningful to you and your students. Set the From and To date 
- these are the dates that your students will be able to work through the materials in the 
class. From the Series title drop-down menu choose the course that you are studying, and 
choose the correct level and any further variations from the "Course name” field: 












Select Create class and the class will be created. You will be shown the class’s Class Code; 
copy this and send it to your students if you would like them to enrol in the class 
themselves. You will also be given the option of going directly to the class, adding students 
or remaining on the My Learning page by clicking the X in the top right-hand corner of the 
popup window: 



Your class has been created. 


Here is your class code: 


HG7zs2 


© 


Please give it to your students to join the class. 
What's next? 


View class 


Add students 


Advanced options: Creating and using templates 

During the Create class process select Advanced options if you would like to create a class 
template or use a class template to create a new class. Class templates allow you to change 
settings within a template class such as making pieces of content available at certain times 
and locking them at other times. Once you have set all the settings you would like you can 
then create as many classes as you like with the same settings by using the Template 
functionality. 
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To create a template, select Advanced options and then choose Make this class a template: 


i 


Create a class 


Class name * 

From date 

Series title 

Course name * 

Basic options ^ 


Template Level IB Semester 1 

22/07/2016 To date 22/07/2017 

Touchstone 2E $ L eve | Level 1B 

Touchstone Level IB Online Course and Online Workbook 


1 0 Make this class a template 

© 


Use a class template 

Select a template $ q 


Create class 


Select Create class and you will find the template class on your My Teaching page. Go into 
the class and change the settings you would like to change. Once you have made any 
relevant changes, use the process above to create a class from the template, this time 
choosing "Use a class template” and selecting the relevant template. 

On your My Teaching page you can tell the difference between a template and a regular 
class by the icon: 


Demo School of Eng... 


| Q Active Classes | 

Join a School 


Create a class 


Take a tour 



□ 


Touchstone 2E Level 1B Online Course and Online 
Workbook 

^ Class 102 - Semester 1 > Class Home > Content > Gradebook > Manage students 

Class Code: KX7Rh7 Q 


Template Level 1B Semester 1 



Please note that you must set all settings in a template before creating classes from that 
template. If you make any more changes to the template after you have created classes 
from it, the new changes will not be applied to the other classes. 
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Asking Students to Join your Class 

Once you have created a class it will have a unique Class Code. The LMS shows you the code 
immediately after you create a class but it is also on the class home page: 


Class 102 - Semester 1 


Class code: KX7Rh7 


o Class Home 


Q Content @ Resources (T) Reference Q Class Tools v 0 Gradebook 


You can distribute this Class Code to your students for example by e-mail or in class. 
Students need to log into the LMS, click on Join a Class and then enter their Class Code. This 
will enable them to join your class. Many teachers find this the easiest way to add students 
to a class, especially if they have previously studied in the LMS. Alternatively you can add 
the students to your class yourself - for instructions on this please see the next sections. 


Adding Students to a Class 

Students can join a class themselves using the Class Code from the previous step. You can 
also add students to a class yourself though by following these instructions. 

On your My Teaching page select Manage Students next to the relevant class, or go into the 
class and select the Manage Students tab. You can now add a single student, multiple 
students or change email settings to send an e-mail to any enrolled students. 


Class 102 - Semester 1 Class code: KX7Rh7 


Q Class Home 

O Content 

0 Resources 

Q Reference 

Q Class Tools v 

0 Gradebook 

< > 

Dashboard Cl 

ass Details N 

lanage Students 




Take a tour 



Add etuderrt 

■ 

Add multiple students 

■ 

Email settings 


A list of users will appear below when added or they join the class. Before you begin Take a tour to learn about the features available. 


Adding single students 

To add a single student select Add student; you will see the following window: 
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Add student 

First name * Last name * 


Date of birth * ▼ MMM ▼ YYYY ▼ Q Email address * 


Activation code Q 


i^f Send a welcome email S Send it on 2016/07/22 © Language English ± 


Advanced options ▼ 


Add 



Enter the student’s details. If you have the student’s Activation Code you can enter it here. 
In most cases though the student will enter their own Activation Code which they can find 
in their book. Choose whether to send the student a welcome e-mail now, later or not at all 
(click into the "Send it on” box to change the date]. 


Advanced options 

To choose a username for the student select Advanced options in order to enter it: 


Add student 


First name * 


Last name * 


Date of birth * 


Activation code 


DD 


i MMM { YYYY * Q Email address • 


© 


0 Send a welcome email B Send it on 2016/07/22 


© Language English 


Basic options ^ 


Usernames are automatically generated unless you use the below to choose your own 
□ Enter a username Q Or 

l-1 I 


Generate a username 


Add 
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Adding multiple students 

At the beginning of a semester you might have a lot of users to bring in at the same time. 
The easiest way to do this is to select Add Multiple Users. Here you can add a lot of users 
and put them straight into your class. 

To add multiple students go to the relevant class and click on Manage Students > Add 
multiple students: 


Class 102 - Semester 1 Class code: KX7Rh7 


Q Class Home 

Q Content 

(s) Resources 

Q Reference 

^ Class Tools v 

0 Gradebook 


Dashboard Class Details I Manage Students 


Add student Add multiple students I Email settings 


Take a tour 


A list of users will appear below when added or they join the class. Before you begin Take a tour to learn about the features available. 


You will then see the following window: 


Add multiple students 




First name 

Last name 

Email address 

Date of Birth 

Activation code 

John 

Doe 

jdoe@example.com 

21/04/1970 

AC1234 


Required fields: First name, Last name, Email address, Date of Birth. 

If you are filling this in for a child, please use their date of birth to help retrieve their username and password. 

You can apply an activation code for students to access content. 

1. Download the Sample template fill it in and save it as a CSV file before uploading 

* 

2. Browse... No file selected. 

3. Send a welcome email B Send it on 2016/08/03 O Language English - 


Add 


From this window click on Sample template in order to download the sample template 
which contains the fields you need to complete. Enter the details of all your students into 
this spreadsheet, save it, then upload it into the LMS by clicking on Browse on that window. 
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Choose whether you would like to send your students a welcome e-mail or not and click 
Add. The students will be added to the class and, if requested, they will be sent an e-mail 
welcoming them to the class. 


Moving students from one class to another 

Follow these instructions to move one or more students from one class to another. 

To to the class which contains the students you would like to move. In that class select 
Manage Students to display a list of the students in this class. Select all the students you 
would like to move, and choose Move to another class from the drop-down menu. Then 
select Apply: 


ird Class Details Manage Students 


Add student 

■ 

Add multiple students 

■ 

Email settings 


Bulk options 



□ 

Apply jj 

; - Choose an option - 




st name 


| Move to another class 


ident 1 


Username 


dstudentl 


□ Demo 


Student 2 


dstudent2 


Enrolled time 

03/08/2016-13:44 

03/08/2016-13:45 


Take a tour 


Status 


Pending 

Activate 

Pending 

Activate 


You will then be shown a window in which you choose the Group and the Class to which 
you would like to move the student(s). Choose the relevant class and click Next, and the 
student(s) will be moved to that class: 


Dashboard Class Details Manage Students 


Take a tour 


Move to Class* 



The selected users will be moved to the class chosen from this list. 


Removing students from a class; blocking/unblocking students from a class; resetting 
a student's password 

You can remove one or more students from a class, temporarily block access to a class to 
one or more students, and reset one or more students’ passwords. 
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To access these functions go to the class and select Manage Students. Select the student(s) 
to whom you could like to apply the function, select the relevant function from the drop¬ 
down menu and click Apply: 


ashboard Class Details Manage Students 


Add student 

■ 

Add multiple students 

■ 

Email settings 


Take a tour 


Bulk options 



Username 


dstudentl 


Enrolled time 

03/08/2016-13:44 


Status 


Pending Activate 


Q Demo 


Student 2 


dstudent2 03/08/2016 -13:45 


Pending Activate 


Please note: 

• Remove a student for example if they have left the institution, or if they need to be 
moved to a class to which you do not have access. The new teacher will need to add 
them to their class in this case 

• You can temporarily block and then later on unblock their access to the course. This 
may be because they have not yet paid their course fees but you are expecting them 
to do so shortly 

• If a student forgets their password they can use the Forgot Password functionality 
on the LMS homepage and this will e-mail them a link to reset their password. If 
they entered an incorrect e-mail address though or no longer have access to it you 
can reset their password for them. 


Sending students an e-mail 

You can send students an e-mail from within the LMS. To do so go into the class, then click 
on Manage Students > Email settings: 
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Dashboard Class Details I Manage Students 


Add student Add multiple students Email settings 


Bulk options 


Take a tour 


Apply 


Q First name 

Last name 

Username 

Enrolled time 

Status 


Demo 

Student 1 

dstudentl 

03/08/2016-13:44 

Pending 

Activate 

Q Demo 

Student 2 

dstudent2 

03/08/2016-13:45 

Pending 

Activate 


You will then see the following window: 

Email settings 

Use this section to send an email to students. 

Subject * 

Message body * 

Q Send yourself a copy, cuptest@mailinator.com 

Limit who receives it - All - Q 

Enrolled 
Blocked 
Pending 

Advanced options ▼ 


Send 


Enter the Subject line, the message and choose to whom to send the e-mail and click Send. 

Advanced email options 

Using the Advanced options in the Email settings area you can change the standard e-mail 
that gets sent to students when they join a class or when you add them to a class: 
















Note that any text that begins with % (e.g. %first_name) is automatically generated by the 
LMS. You can remove these or replace them with other fixed text as you like. 

Once you have made any changes you would like to make click Save and the next time you 
add a student to the class or a student joins the class they will receive the updated e-mail. 


Viewing the content in your class 

1. Go to the My Teaching page in the LMS. Find the class you would like to access and 
select Content next to the product you would like to view. 
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Help Q My Teaching Q My Learning ^ Buy Courses © Reports Notifications Q English v > 

Demo School of Eng... 


Q Active Classes 


Join a School 


Create a class 



Touchstone 2E Level 1B Online Course and Online 
Workbook 


£ Class 102 - Semester 1 > Class Home |> Content | > Gradebook 

Class Code: KX7Rh7 © 


Take a tour 


> Manage students 


Template Level 1B Semester 1 


Class 103 - Semester 1 


This will take you to the specific class and to the contents. 


2. You will now see the Content page. Depending on the class or product you have 
chosen you may see different types of content. In this example the product has 
Assessment, Online Workbooks and Extension activities. To explore the contents 
select on each heading at a time, then select the Show all link on the page. This will 
list all the units, activities or other components for you to view. 
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Empower Class 3 

o Class Home ® Resources Q Class Tools v © Gradebook 


llExtensio^^P 



Unit Progress Tests 

■■ 

My Progress 

0% 




Unit Speaking Tests 

My Progress 


Show all 



Competency Tests 

A 

My Progress 

i 0% 




Enabling/Disabling content in your class 

You can enable or disable content in your class either to all students or to selected 
students. 

To lock all content in a class please select the Lock All button. To unlock all content, select 
Unlock All: 
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Empower Class 3 



Q Class Home 

Q Content 

® Resources 

Q Class Tools v 

0 Gradebook 






Lock All 


Unlock All 





Assessment , Online Workbook L Extension 


Unit Progress Tests 

My Progress 

^ Show all 


o% 


Unit Speaking Tests 


My Progress 

l 0% 

v Show all 



You can also lock or unlock individual pieces of content at e.g. Unit, Lesson or Activity level: 


Empower Class 3 


Q Class Home 


0 Content 


® Resources Q Class Tools v> 0 Gradebook 


Assessment L Online Workbook , Extension 


Lock All ■ Unlock All 


Unit 1 



□ 

My Progress 


0 % 

v- Lesson A 

0% 

1 

□ 


Grammar: Subject and object questions 1 

0% 




Grammar: Subject and object questions 2 

0% 




Vocabulary: Communication 1 

0% 




Vocabulary: Communication 2 

0% 










When you select a lock/unlock icon you will see the following window: 
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Close 



Edit by 


Save 


To lock this item, select the Lock box. If you like you can set a date range - this means the 
content will be locked until the To date, when it will be come visible to students. 

The default mode is Edit by Class. This means that any lock/unlock settings will be applied 
to all students in the class. By changing the setting to User you can control who can access 
this item and when: 



After changing settings please make sure to select Save to apply the changes. 


Setting activities as "To Do Next" 

You may want to highlight certain activities as the ones you’d like your students to do next. 
To do this find the activity in the Content tab, select the Settings icon to the right of it and 
select the Add to Homepage option: 












Cambridge 

UNIVERSITY PRESS 


Unit 2 


My Progress 

v Lesson A 

Grammar: Present perfect and past simple 1 


□ o% 

o% 

o% 



Once you have done this, the activity will appear on the students’ LMS Class Home Page in 
the To Do Next box: 


Empower Class 3 


Q Class Home 

O Content 

© Resources 

Q Class Tools v 

Q Gradebook 


View 


Manage Class 


O To Do Next 

Grammar: Pres... 


© 


O Class Calendar 

< November 2015 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 


29 30 


© Announcements 

Recent announcements 

There are no recent announcements. 


Deadlines 

There are no announcements with > 

deadlines. 

All Announcements > 


Using the Class Calendar 

You can use the Class Calendar to schedule reminders for students such as for deadlines or 
exams. 

To schedule an event go to your Class Home page and select Class Calendar: 
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Empower Class 3 


Q Class Home 


Q Content ® Resources Q Class Tools v Q Gradebook 


View 


Edit 


O To Do Next 




O Announcements 


Grammar: Pres... 


© 


< November 2015 > 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 


29 30 


Recent announcements 

There are no recent announcements. 


Deadlines 

There are no announcements with > 

deadlines. 

All Announcements > 


This will take you to the Calendar View: 



Events > Calendar View 


Event list Settings 


< Back to Class Home 


Month Week Day 





© 

November 2015 

© 



Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 


1 2 3 4 5 6 7 


8 9 10 11 12 13 14 


15 16 17 18 19 20 21 


22 23 24 25 26 27 28 


Select New event to create a new event. Complete the relevant information and make sure 
to select Save & exit to save the event: 
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Event title* 

Applicable to 
Start date* 

Description 


Priority* 

Event type* 

Frequency* 

Event location 


@ All Students C Specify Students 


Format: 30/11/2015 


Format: 16 24 


m 


Format: 30/11/2015 


Format: 16:24 


B / y ak 

Styles » 


it ^ 1 / A X A A jH^ 

* » ft * f/ fart Famly » font Sue 


Path 


High 


Web assignment 


Once 


J 

J 

J 


Attachment 


URL 


Browse. . | Wo file sdedeC. 


( Supported Me types .txt doc, doex. .xts, ppt. pptx, xlsx, .jpg, jpeg. .gif. .png. .bmp. .pdf) 
{Max Me size: 5 MB) 


Send E-mail notification C Yes « No 


Save & exit Cancel 


The event will then be visible in your and your students’ Calendar. 


Using Announcements 

Administrators and teachers can post Announcements to a class. These messages appear in 
the class Announcements area on students’ and teachers’ Class Home pages. 

From the Class Home page, select Announcements: 
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Empower Class 3 






(2) Class Home 1 

Resources 

Q Class Tools 

v Grad ebook 

View Edit Manage Class 

▲ 

o To Do Next 

O Class Calendar 


O Announcements 


Grammar: Pres... Q 

< December 2015 

> : 

Recent announcements 






There are no recent announcements. > 


Sun Mon 

Tue Wed Thu Fri 

Sat 





12 3 4 

5 




6 7 

8 9 10 11 

12 




13 14 

IS 16 17 18 

19 

Deadlines 



20 21 

22 23 24 25 

26 

There are no announcements with 
deadlines. 

> 


27 28 

29 30 31 








All Announcements > 

You will then see a list of Announcements you have sent to your class. To create a new 

announcement select New Announcement: 




Empower Class 3 






Q Class Home Q Content ® Resources 

Q Class Tools v 

| 0| Gradebook 




Announcements 


Settings < Back to Class Home 


There are no announcements 


Fill in the title and write the message just like an email. Use the icons at the top of the box 
to format your Announcement: 
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Title' 


Message* 

B / U^KSII E E it ^ ^ 2 X 1 X, M «■ — X -j A jy ^ i 

- » Font Sue - Styles » 


Path: 

Visibility 

® Show C Hide O Specify dates 


Deadline 


S'CTiVie . J No fie sdettod. 


txt, .doc. docx, .xls, ppt, pptx, xtsx. jpg. .jpeg, grt, 


Send email notification 

O Yes © No 


Add 


Cancel 


Select the Announcement visibility. The default Announcement option makes 
Announcements available for the duration of the class. You can set Announcement 
beginning and end dates to make Announcements appear and disappear automatically. 
This feature allows instructors to prepare their course with Announcements (for example, 
due date reminders) and have them automatically appear at specific times. 

If you want, you can include a deadline. Announcements with deadlines will display the 
number of days left next to the title. 

You may want to attach a document, image or audio file to your announcement. To do this, 
select Choose File to locate the attachment on your computer. Select Open. 

If you want the Announcement to also go to students as an email, choose Yes under Send 
email notification. If you choose No, then students will have to log in to the Cambridge LMS 
to view the Announcement. 

If you want to see what the Announcement will look like before you post it, select Preview. 

You can Edit from this page, or Cancel. Select Add. The students will now see your 
Announcement on their Class Home page. 
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Using the LMS Tools 

1. To use any of the LMS Tools, log into the LMS if necessary and go to the My Teaching 
page. Find your class and select Class Home next to its name: 



Q My Admin Q My Teaching O M Y Learning 0 Reports 0 Notifications £ English v A 

My Teaching 


Q Active Classes 



Cambridge English Empower B1+ intermediate 


Create Class 


£ Empower Class 3 - Class Code S08GU9 > Class Home > Content > Gradebook > Validate Students 


Empower Class 4 - Class Code yq6PV8 



Cambridge English Empower B1+ intermediate without Online Workbook 


Create Class 


^ Empower B+ Class - Class Code gj9kh3 I > Class Home I > Content > Gradebook > Validate Students 


2. On the Class Home page you will see the Class Tools tab. Select it to show the tools 
available in that class. 



My Admin 

Q My Teaching 

0 My Learning (£) Reports 0 Notifications £ English n/ >, 

Empower B+ Class 

| O Class Home | 

@ Resources 

0 Class Tools 

^ Gradebook 




1 0 Forum 



View Edit Manage Class 





A 



1 0 Message board 


O To Do Next 

O ClasJ 

© Blog 


Q Announcements 

There are currently no ’To do next" items 

< 

1 

Ni 

ovember 2015 

> 

Recent announcements 

assigned. 





There are no recent announcements. > 


Sun 

Mon 

Tue Wed Thu Frl 

Sat 



1 

2 

3 4 5 6 

7 



8 

9 

10 11 12 13 

14 



15 

16 

17 18 19 20 

21 

Deadlines 


22 

23 

24 25 26 27 

28 

There are no announcements with > 


29 

30 



deadlines. 


All Announcements > 


Select the tool you would like to use, for example the Forum, and you will be taken there. 
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Using the Forum 

Go to the Forum using the instructions in Using the LMS Tools . What you see once you are 
in the forum will depend on the product you are using. It may contain some pre-written 
forum messages or be empty. In either case, to create a new forum select New forum: 



Empower Class 3 

Q Class Home £) Content (a) Resources I QSiKSl © Gradebook 



Forum > All Forums 


Statistics < Back to Class Home 


No forums have been created yet. 


First give the new forum a title: 


Empower Class 3 


Q Class Home Q Content @ Resources 

I 0 Gradebook 



Forum > All Forums 


New forum | Statistics < Back to Class Home 



No forums have been created yet. 


After entering a title and selecting Add you will see the following. Now select Add a topic: 
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m 

kwl 


Forum > All Forums 


^ Forum Unit 1: Communication has been added. 


New forum | Statistics < Back to Class Home 


Unit 1: Communication 




Add a topic ■ Edit I Delete 


v Expand to show topics 


Enter a title for the topic and select Add: 



Title* 

Communication going wrong!| 



^ Collapse to hide topics 


Finally select Add a thread: 



> Communication going wrong! I Add a thread ll Edit I Delete 


* Collapse to hide topics 


Complete the fields. This will create a new discussion thread to which your students can 
reply: 
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< Back to All Forums 


< Back to Class Home 


Title* 

Convmriicalion going wrong! 



Record your voice 


Maximum length ot recording is 2 minutes. 

Attachment 

j I'owse . ] No fie selected. 

(Supported Me types: txt doc. docx, ppt, pptx. .xla. .xlsx. .jpg. Jpeg. .gif. .png. .bmp. .pdf. ogg. oga. ogv. mp3, aac. wav. 
(Maximum tile size: 10 MB) 






Add and Exit 


Cancel 


_ 



You and your students will be able to see a list of Forums and threads like this: 



Forum > All Forums 


Q Forum thread Communication going wrong! has been added. 



New forum | Statistics < Back to Class Home 

Unit 1: Communication 

Add a topic 1 Edit 1 Delete 

v Communication going wrong 1 

Add a thread 1 Edit 1 Delete 

Communication going wrong! 

Edit 1 Delete 


Collapse to hide topics 
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As a teacher you can Edit or Delete threads, topics or forums. You can also read and reply to 
students’ messages. Students can read your and other students’ messages and reply to 
them. 


Forum statistics 

In each forum it is possible to see the statistics of user interaction with the forums. On the 
Forums page select Statistics: 



Forum > All Forums 


New forum 


iStatisl cs 


< Back to Class Home 


Unit 1: Communication Add a topic I Edit I Delete 

v Expand to show topics 


This gives you information about the students in the class - how many posts they have 
written, read or commented on: 



Forum > Forum statistics 


< Back to All Forums < Back to Class Home 


Student name ▼ 

Authored 

Read 

Comments 

apolocheguzman 

0 

0 

0 

jhonathanjacobo 

0 

0 

0 

fcanna 

0 

0 

0 

paul-perv 

0 

0 

0 

Richard 1702 

0 

0 

0 

rimomaguiar 

0 

0 

0 


Using the Message board 

The Message Board is an instant messaging tool. Use it to have live online conversations 
with other students and teachers in the class. You may need to set up an event in the 
Calendar to remind the students to join in, so that everyone is online at the same time. 
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To use the Message Board go to Class Tools and choose Message Board. To begin a 
conversation type in the chat box at the bottom and select Send: 



View Edit 


Archive & clear | View in pop-out | Private message board < Back to Class Home 


Main Message board 


View message from 


Message board description 



Past 3 days 

Contributors 


You may need to select Refresh or Reload on your browser to see the most recent 
responses. 

If you wish, you can also have students work in smaller groups by starting a Private 
Message board and inviting individuals to participate. 


Select Private Message Board: 
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Message board 


View 


Edit 


Archive & clear | View in pop-out |l Private message board I < Back to Class Home 


Main Message board 

Message board description 


I 


Send ■ Clear 


View message from 

Past 3 days 

Contributors 


On the next screen select Create Message Board: 


Message board > Private message board 


Create message board I Message board < Back to Class Home 


Message board title ▲ 


Creation date Joined user(s) Last post on Action 

No record found. 


Write a title and a message. Select Save and Exit: 
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Title' 

Group A task 

Body* 

B/SJKKSII i E — X 4j S ^ ft # Font Family » 

▼ ▼ Font Size » Styies ▼ 

In your group prepare a presentation on different forms of transporation and their respective benefits and drawbacks.! 


Path: 

Taboo words 

If you wish to bar students of this class from using certain words on the message board, please list them here as Taboo words. Please enter the Taboo words by 
separating them with a (comma), without any spaces. The student will be informed • "Your chat message has been partially omitted due to a taboo word. Please 
contact your administrator or teacher for further details." 


Save & Exit Cancel 


To invite students into the private board, select Add User and type the student’s user name: 

View Edit 


Archive & clear | View in pop-out | Private message board < Back to Class Home 


Group A task 

In your group prepare a presentation on different forms of transporation and their respective 
benefits and drawbacks. 


Contributors 



ateacherplus 


Send ■ Clear 


Select Add, and the student’s username will appear in the Contributors box. 
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Group A task 


Contributors 


In your group prepare a presentation on different forms of transporation and their respective 
benefits and drawbacks. 



ateacherplus 


Add user 


Send ■ Clear 


This conversation will not be visible to anyone but the teacher and the invited students. 


Using Blogs 

You can use the Class Blog to encourage your students to write personally about their 
learning experiences, and to use the language learned more creatively. You can ask your 
students to read their classmates' posts, and comment on each other's entries. 

From the Class Home page, select the Class Tools drop-down menu and choose Blog: 
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Empower Class 3 

O Content @ Resources 

Q Class Tools /v 

5 Grade book 

View Edit Manage Class 

▲ 

^ Forum 

Q Message board 


O To Do Next O Class 


| © Announcements 


Grammar: Pres... 


© 


December 2015 


Sun Mon Tue Wed Thu 

1 2 3 


> 

Fri Sat 


13 

20 

27 


7 

14 

21 

28 


15 

22 

29 


9 

16 

23 

30 


10 

17 

24 

31 


4 

11 

18 

25 


5 

12 

19 

26 


Recent announcements 

There are no recent announcements. 


Deadlines 


There are no announcements with 
deadlines. 


All Announcements > 


Here, you will see a list of all the posts made by you or your students in this class. To write 
a new post, select New Post: 


Empower Class 3 



Q Class Home £) Content 

@ Resources 

^ Class Tools v 

Gradebook 




I New post I 


My posts | Settings | Statistics 


< Back to Class Home 


No posts have been created yet. 


Give your post a title and write your message. If you’re not ready to post the message select 
Save as Draft, otherwise select Add: 
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Blog > New post 


AJI posts | My posts | Settings < Back to Class Home 


You must complete the parts marked • 



You can correct or update a post, or finish a Draft, by selecting My Posts. Select the title of 
the post you want to edit. Select Edit, make your changes, and then select Add. 

Teachers and administrators are able to edit posts made by students. To do so follow the 
same procedure: Select Edit, make your changes, and then select Add. 

To read a student’s blog entry select the title of the blog post you want to read. To 
comment, select Reply. Give your comment a title and write your message in the Comment 
box. Select Add to finish and your comment will appear below the post. 

You can change various settings across the blog: 



New post | My posts 


I Sett ngs 


Statistics 


< Back to Class Home 


No posts have been created yet. 


Here you can choose whether students can write, edit, or delete their own and/or others 
blog posts or comments. Make any changes you would like to and select Save: 
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Blog > Settings 


New post | All posts | My posts < Back to Class Home 


Permission settings 


Role: 

Student 

d 


Enable blogging for studcnt(s): 

© Yes 

O No 


Enable commenting for student(s): 

® Yes 

O No 


Allow editing of blog(s): 

O None 

O All 

© Own 

Allow deletion of blog(s): 

O None 

O All 

® Own 

Allow deletion of comments): 

O None 

O All 

© Own 




Save 





To get an overview of student activity in the blogs, select Statistics on the main blog page: 



New post | My posts | Settings 


I 


< Back to Class Home 


No posts have been created yet. 


Here you can see a list of your students and the number of posts they have written, read or 
commented on: 
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All posts | < Back to Class Home 


Studont name ▼ 

Authored 

Read 

Comments 

apolocheguzman 

0 

0 

0 

jhonathanjacobo 

0 

0 

0 

lanna 

0 

0 

0 

paul-perv 

0 

0 

0 

Richard 1702 

0 

0 

0 

rimomaguiar 

0 

0 

0 


TO Blogs 


> Statistics 



Using the Portfolio 

In some courses, the Portfolio is linked to writing tasks as part of the course. It also offers 
students a chance to practice free writing. 


To access the Portfolio, select the Class Tools drop-down menu and choose Portfolio: 


Touchstone Training Class 

© Content ® Resources Q Reference 

0 Class Tools /\ 

© Gradebook < > 

View Edit Manage Teachers Manage Students 

A 

O To Do Next Q My Activities 

There are currently no "To do next" items 2A Grammar: Questions wit., on Oct 0 

assigned. 2015 

2 Figure it out: Response... on Oct 05. 

1 Grammar: Statements wit., on Sep J 
2015 

Q Forum 

Q Message board 

Q Blog 

© Announcements 

0 Wiki 

S 

is 

ad & 1 new comment on 29 > 

1 © Portfolio 

I lacs & 0 new comment on > 


Forum summary 

34 forum threads & 1 comment In total for > 
my class 

1 out of 17 students contributed. 

Go to all forums > 


At the start of the semester, there will be no tasks in Portfolio: 
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Portfolio Tasks 


Course 

a 


Video Ac 


No data available. 


6 

Alternate student access 

ta Date/time access for class 


Date/time access expiring 

B 

To do next 

£ Access unlocked 

A 

Access locked 


Students can create their own tasks here, independently or on the teacher’s instructions. 
To create a new task, the student selects Portfolio, then chooses Create a new task [note: 
this image is of the student’s view, not the teacher’s view): 


Portfolio Tasks 




They then complete the following form and select Submit: 


Portfolio Tasks 


Hide task creation form 


Kieaso aac tno title. 


Student post: 
I U 


4, ± J .A X X ,*4 MM — X 

▼ ▼ Font Size » Styles 


A ^ i n to Font Family * 


neaso aac ioxi mio rno smeem post. 


Attach file: 


Browse ... i No file selected. 


Upload 


Maximum file size: 5 MB 

Allowed extensions: txt doc doex ppt pptx xls xlsx jpg jpeg gif png bmp pdf ogg oga ogv mp3 aac wav mp4 m4v mov 


Add another item 


Submit 


Save as draft 


Cancel 
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When a student submits a completed task, you [the teacher) will receive a Notification in 
the Notifications area of your LMS: 



0 

My Admin 0 My Teaching Q My Learning 0 Reports 0 Notifications £ English v 


My Teaching 

0 Finished Classes 



Select Notifications. Choose the specific Notification to see the student’s completed work. 
Select the specific portfolio task to read it. 

If you would like to write to the student about their task, choose Add a Comment. Write 
your comment and add an attachment if you wish. Select Post to finish. 

The student will now receive a notification that you have commented on their work. They 
can read your comment by selecting the notification and scrolling to the comment section. 


Using the wiki 

You can use the wiki to do group projects and practise writing with your class. 
To access your class wiki, go to Class Tools and select Wiki: 


Teacher Jane's Class 


o Class Home 


Q Content ® Resources 


View Edit Manage Teachers Manage Stude 


Q Class Tools 

0 Forum 
© Blog 


© Grad ebook 


® Forums 


Recent updates 

0 new forum thread & 1 new comment on 17 > 
Nov, 2015 

1 new forum thread & 0 new comment on 10 > 
Nov. 2015 

0 new forum thread & 1 new comment on 30 > 
Oct, 2015 

Forum summary 

3 forum threads & 2 comments in total for > 
my class 

1 out of 7 students contributed. > 

Go to all forums > 


O Blogs 

Q Calendar 

Q Announcements 

Recent updi 

1 new post & i 
2015 

0 new post & 1 

5 Wiki 

© Portfolio 


2014 


Blog summary 

1 post & 2 comments in total for my class > 
0 out of 7 students participating > 


O Class Calendar 

< December 2015 >: 


Sun 

Mon 

Tue 

Wed 

Thu 

Frl 

Sat 



1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

* 14 

* 15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

31 




New post > My posts > 
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When you first start using your class wiki it will look like this: 



Settings | History | Print < Back to Class Home 



What is a wiki? 

A wiki allows people to create web pages individually or as a group. 

With a wiki you can create and edit web pages. You can make all or some pages publicly viewable. 

Using wikis for teaching? 

There are a wide number of ways to use wikis for teaching - a web search will find any number of suggestions. For example, teachers can 
create a task for students to develop a collection of resources about the topic they are studying, and make them available to other students. 

How to get started? 

This is the home page for your wiki. To add text to it: 

> Click the Edit button. 

> You will see the text on this page appear in an editable text box. 

> Delete this "starter" text, and type in your text. 

> Click the ’Submit' button. 


To create a new page, or to link to an existing page, write [[nodetitle:the name of the page]]. To create a link back to the Wiki homepage, 
use the page name ‘wikLhome 1 . 


Home last modified by ebaber Posted on: 25 Sep, 2015 at 9:39:36 AM 


Edit I Comment 


It shows instructions for how to edit it and create subpages. It’s a good idea to create 
subpages for each activity. That way, you can keep the wiki homepage clear and easy to 
follow, but students can have complete creativity within each activity page. 

Here’s the homepage for a Wiki for teacher Jane’s class: 
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Settings | History | Print < Back to Class Home 

Myths and Legends 

Activity 1 : Stories from around the world (in our class) 

in this activity we will oouect stones from an the cultures represented In our group so that students can decide which ones to read 

Stories from around the world 

Activity 2: Build a story 

Here we start with a very basic (and probably boring) story...but with your help, we should come up with something very interesting indeed! 

Storybuiiding 

Activity 3: Create a legend 

Now is your chance to create a new legend to be remembered forever! 

Group A 
Group B 
Group C 



To create a new page, or to link to an existing page, write 
use the page name *wiw_home'. 

Home last modified by jsmlthlO Posted on: 18 Nov, 


[[nodetitie:the name of the page]]. To create a link back to the Wiki homepage. 


2015 at 9:38:16 PM 


Edit I Comment 


Comments 

No record found. 


You can see she has already organised it into sections and added links to subpages. 

To make changes to a wiki, select Edit. Add or delete text as appropriate and select Submit 
to finish. 
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To create a subpage and add a link to it, type in the following: two square beginning 
brackets, the word "nodetitle", a colon, the title of the page, and two square closing 
brackets: 

Title* 

Legend 

Body* 

[b] / 12 AK i S 9 ■ := = 1 y A ^ X- x, M H.n — X njfiQ ^ * Font Fami ly |^| 

* * Font Size * Styies * 


Myths and Legends 

Activity 1: Stories from around the world (in our class) 

in this activity we will collect stones from all the cultures represented m our group so that students can decide which ones to read 



Make sure to put the instructions for the activity on the page so that students know what to 
do. As before, select Edit, delete the starter text, paste in your activity instructions and 
select Submit to finish. 

You can also comment on the wiki work to encourage or congratulate students. 

Before you instruct your students to start working on the wiki select Settings to see the 
Settings screen: 



Wiki > Settings 


< Back to Wiki < Back to Class Home 


Permission settings 

Allow students to comment on wiki pages © None O All O Only their own 

Allow students to edit wiki pages ©None O All O Only their own 

Allow students to view the wiki history © None O All O Only their own 

Email notification settings 

© Each time a page is edited in this wiki (or wiki sub-sections), send me an email. 

O Do not send me emails when pages are edited in this wiki (or wiki sub-section) 


Save I Cancel 


Make sure that students are able to edit the wiki before you begin by ticking All. 
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When you are ready to end the activity, you can stop the students editing by selecting None. 
These settings apply to everyone in the class. 

You can get an overview of student activity on the Wiki by choosing History: 



Settings 


I Histo^ I Prrt 


< Back to Class Home 


Myths and Legends 


Activity 1: Stories from around the world (in our class) 


In this activity we will collect stories from all the cultures represented in our group so that students can decide which ones to read 


Stories from around the world 


This shows you the changes that were made to the Wiki, and who made them: 



Wiki > History 


Settings | Print < Back to Wiki < Back to Class Home 


Version 

Change Summary 

Changed By 

Changed On 

Current (V.36) 

Edited wikLhome page 

jsmithlO 

18 Nov, 2015 at 
938:16 PM 

V.35 

Edited wikLhome page 

j smith 10 

17 Nov, 2015 at 
9C0:39 PM 

V.34 

Edited wikLhome page 

jsmithlO 

11 Nov. 2015 at 
12:04:37 AM 

V.33 

Edited wikLhome page 

jsmithlO 

11 Nov. 2015 at 
12:02:18 AM 

V.32 

Edited wikLhome page 

jsmithlO 

11 Nov. 2015 at 
12:01:24 AM 

V.31 

Edited wikLhome page 

jsmithlO 

10 Nov. 2015 at 
11:57:37 PM 

V.30 

Edited wikLhome page 

jsmithlO 

10 Nov. 2015 at 
11:54:36 PM 
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Using the Gradebook 

The Gradebook gives you information about your students’ performance - which activities 
each student has done, what grades they have earned and more. 



Viewing the Gradebook 

1] To view the Gradebook go to the class home page and select the Gradebook tab: 


Q My Teaching 

O My Learning 

0 Reports Notifications £ English v v 

Touchstone Training Class 



Q Class Home Q Content (5) Resources Q Reference 

Q Class Tools v 

| © Gradebool^J 

^ Gradebook > View by student(s) 




Print | View by content | Gradebook settings 


Class Details 


Class name: Touchstone Training Class Class ends: 30 Sep, 2016 


Product: Touchstone 2E Level 2 Online 
Course and Online Workbook 


Number of students: 16 


Average progress: t% Average score: 66% 


2 ) Scroll down that page to see a whole-class overview of your students, initially in Score 
view: 
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Student Overviews 



Student Performance 


Student Name 

Username 

Score 

Progress 

Time Spent 

Last Accessed 


demostudent3 

54% 

5% 

03:21 


Student Four 

demostudent4 

74% 

2% 

00:34 

29 Sep. 2015 10:29 

Student Five 

demostudentS 

51 % 

2% 

00:52 

27 Sep. 2015 14:09 

Student Six 

_demostudentS 

74% 

2% 

00:27 

29 Sep. 2015 10:47 


So in this example, 1 student has received an average score of 20 - 39% on the work they 
have done, 3 students each have received an average score of 40 - 59% and 60 - 79%, and 
2 students have received scores of 80 - 100% on the work they have done. 

Further down the page, under Students’ Details, you can see how much of the materials a 
student has done (e.g. Student Three has done 5% of the course) and the average score on 
those activities [54%). 

3) If you select Progress the view changes to give you information about students’ 
progress rather than their scores: 
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Student Overviews 


Progress 


Students' Details 


Student Performance 


16 students 



(0-19) 


Progress>!%| 


Student Name 

Username 

Score 

Progress 

Time Spent 

Last Accessed 

Student Three 

demos!udent3 

54% 

5% 

03:21 

29 Sep, 2015 15:22 

Student Four 

demostudent4 

74% 

2% 

00:34 

29 Sep. 2015 10:29 


So in this case, 16 students have completed between 0 and 19% of the materials, indicating 
that this is the beginning of term. 

4] In both cases - Score view, and Progress view - you can select a particular student to 
find out more information about their studies. Selecting Student Three gives this view: 
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Print | View by content | Gradebook settings 

Class Details 

Class name; Touchstone Training Class Class ends: 30 Sep. 2016 Product: Touchstone 2E Level 2 Online 

Course and Online Workbook 

Number of students: ie Average progress: t —i Average score: 66% 


Gradebook > View by student(s) 



< Back to all students 


Student Three 

Last Accessed: 29 Sep, 2015 15:22 

Average score: 54% 


Username : demostudent3 Email: none3@home.com 

Time Spent: 03:21 Progress: . 5% 


Score Details 



Title 

Status 

Score 

Progress 

V- 

Course 





Unit 1 Making friends 

Completed 

60% 



Next to each Unit you will see Score and Progress information. Select the unit header to 
reveal information about individual activities performed: 
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Student Three 

Last Accessed: 29 Sep, 2015 15:22 

Average score: 54% 


Username : demostudent3 Email: none3@Home.com 

Time Spent: Q3:21 Progress: . 5% 



Score Details 



Title 

Status 

Score 

Progress 


>✓ 

Course 





V 

Unit 1 Making friends 

Completed 

60 % 

100% 


> 

Unit Aims 

Completed 


100% 


V 

Before you begin 

Completed 

50% 

100% 



Before you begin: Making friend^^^ 

Completed 

50% 

100% 

□ 

> 

Lesson A Getting to know you 

Completed 

61 % 

100% 


> 

Lesson B Things in common 

Completed 

65% 

100% 



Vocabulary notebook 

Completed 

63% 

100% 



Here you can see Score and Progress for each activity, and also the number of attempts (the 
number 1 against a yellow circle). 


Overwriting a student's grade and leaving a Comment 

Select the icon to the right of each activity to give you the opportunity to compare students’ 
grades on that particular activity, overwrite a grade that the LMS has given a student, or 
leave a student a comment on a particular activity: 
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Score Details Time Details 


Title Status Score Progress 


v | Course 


V 

Unit 1 Making friends 

Completed 

60% 

100% 

0 

> 

Unit Aims 

Completed 


100% 

0 

V 

Before you begin 

Completed 

50% 

100% 

0 


Before you begin: Making friends Q 

Completed 

50% 

100% 

0 

> 

Lesson A Getting to know you 

Completed 

61 % 

* Student Performance 

Ctose 

> 

Lesson B Things in common 

Vocabulary notebook 

Completed 

Completed 

65 % 

m Score & Comment 


> 

63% 

100% 

0 


Course->Unit 1 Making friends->Lesson A Getting to know you->1 Vocabulary preview: Getting 
to know you ▼ 


Scores 


Progress 




0 (20-39) (40-59) (60-79) 


(80-100) 


Scoref%) 


Students' Details 


Student Performance Scores and Comments 


Student Name 

Student Three 

Student Four 


Username Score 

demostudent3 53 % 

demostudent4 78 % 


Teacher Score 



Progress 

100 % 

100% 


Comment 



Student Five 


demostudentS 


36% 


100% 
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Viewing students' answers on a test 

In products like Cambridge English Empower and Testbank where there is a lot of content, 
you can even see each student’s exact answers on each test. To do this, go to the ‘View by 
Student’ page. 

Select a student’s name. This will take you to a list of content that the student can access. 
Expand the list to see specific content. 

Select the Settings icon next to a test and choose See answers and comment: 



Score Details Time Details 


A 

Title 


Status 

Score 

Progress 

V 

Assessment 

Weight: 0% 





Unit Progress Tests 

In progress 

86% 

42% 

Unit 1 Progress Test Q 

Completed 

95% 

100% Q 

Unit 2 Progress Test Q 

Completed 

88% 

Close I 

% Student Performance 

Unit 3 Progress Test Q 

Unit 4 Progress Test Q 

Completed 

Completed 

80 %[ 

* See answers & Comment 

83% 

100% 

Unit 5 Progress Test Q 

Completed 

85% 

100% 

Unit 6 Progress Test 

Not started 


0% 

Unit 7 Progress Test 

Not started 


0% 

Unit 8 Progress Test 

Not started 


0% 

Unit 9 Progress Test 

Not started 


0% 


In the answers column, select the icon next to the student’s name: 
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Students' Details 


student Performance See answers & Comment 


Student Name 

Username 

Answers 

Score 

Progress 

Comment 

Jess Hytner 

jhytner 



0% 


Adam Jones 

ahome 


95 % 

100% 

Great work 

Simon Wright 

swrightl 



0% 


Hannah Mills-Brown 

hmills-brown 

0 

85 % 

100% 


Eleanor Richards 

erichards 



0% 



Save 


This will show you the exact answers the student gave in the test. 


Customising the Gradebook 

Go to the Gradebook using the shortcut on your Teacher Home Page, or the Gradebook tab 
on your Class Home page. Select Gradebook Settings to begin: 



Gradebook > View by student(s) 


Class Details 


Print | View by content iGradebook settings 


Class name: Cambridge English Empower B1 

Number of students: 5 


Class ends: 24 Jul, 2016 

Average progress: , 5% 


Product: Cambridge English Empower B1 
Pre-intermediate 

Average score: 63 % 


There are 3 tabs in this section: Gradebook Structure, Class Grade Format and Class Grade 
Calculation. Select Class Grade Format: 
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Gradebook > Gradebook settings 



Gradebook structure 


ade Calculation 


< Back to Gradebook 


Add a Custom Category 


Add and Save ■ Cancel 


Add a Custom Gradebook Item 


Select Category 


A Add and Save I Cancel 


Manage Gradebook Structure 


0 Enable weighting 

Assessment 0 % 

Online Workbook go % 


Here you can see the ranges for different grades. Select Edit to change grade names and 
ranges. You can disable grades for this class. 

You can also rename, add or delete grade levels if you wish. When you are ready for the 
students to see their grades, tick the box next to Let students see the course grades. Select 
Save, then choose OK. 
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< Back to Gradebook 

Gradebook structure Class Grade Format Class Grade Calculation 




■ 

Grade 

A 

Threshold 

50% 

Edit 

| Delete 

■ 

B 

40% 

Edit 

| Delete 

■ 

C 

21% 

Edit 

| Delete 


D 

20% 

Edit 

| Delete 

■ 

E 

10% 

Edit 

| Delete 

■ 

Fail 

0% 

Edit 

| Delete 


Add another grade level 
0 Let students see the course grades. 



m Gradebook > Gradebook settings 



Now select Class Grade Calculation. Here, you can include or exclude certain activities from 
the Course Grade Calculation: 
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< Back to Gradebook 

Gradebook structure Class Grade Format Class Grade Calculation 


Select the items to be included in the course grade calculation. 


SI Title 


V 


Assessment 

Weight: 0% 

> 

□ 

Unit Progress Tests 

> 

□ 

Unit Speaking Tests 

> 

□ 

Competency Tests 

> 


Online Workbook Weight: 60% 

> 


Extension 

Weight: 40% 

> 


Blogs 

Weight: 0% 

> 


Forums 

Weight: 0% 

> 


Writing Skills 

Weight: 0% 


Save 


m Gradebook > Gradebook settings 



Tick the box next to items to include them. In this example, the teacher wants to assess 
students during class time so excludes the relevant items from the Course Grade. In reality, 
this means that the unticked items are now optional, while items that are included in the 
Grade are obligatory. This means that students have a minimum amount of work to do in 
the Cambridge LMS to pass the online part of their course, but that the teacher also has 
optional extra activities to assign to students who need additional practice. 

Select Save to finish and then select OK. 

Activities that are included will now be counted in Graded Score and Grade. Progress will 
not be affected by this. It will still be the percentage of ah content that the student has 
accessed. 


Now select Gradebook Structure and you will see the following: 
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Grade book structure Claes Grade Format Class Grade Calculation 



Add a Custom Category 


Add and Save ■ Cancel 


Add a Custom Gradebook Item 


Select Category 

Manage Gradebook Structure 

Assessment 

Online Workbook 

Extension 

> Blogs / Edit n Delete 

> Forums / Edt § DeletB 

> Writing Skills / Edt 5 Delete 


Save 


Add and Save ■ Cancel 


4 Enable weighting 

o % 

60 % 

40 % 

0 % 

0 % 

0 % 

Total weight 100% 


Here you can create categories to put similar activities together. Type in the name of the 
category. Select Add and Save, then choose OK. 

If you wish, you can also include offline activities in the Gradebook, such as 'debating’ or 
‘class participation’. 

Under Add a Custom Gradebook Item type in the item. Select a category. Select Add and 
Save, then choose OK. 

You can now make some categories more important than others by using Weighting. If 
necessary tick Enable Weighting. Select OK, then OK again: 
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Manage Gradebook Structure 


Aas«8ament 


Online Workbook 


Extension 


> Blogs / Edit jf) Delete 

> Forums / Edl o Delete 


> Writing Skills / Edl g Delete 


Save 


0 % 


60 % 


40 % 


0 


% 


0 


% 


0 % 

Total weight 100% 


Now you can assign a percentage to each category. 0% means it is not part of the course 
grade. 

In this example, the online content counts for a greater part of the final grade than the class 
activity listed. 

Select Save to finish, then choose OK. 


Assigning Grades to Activities that Require Teacher Attention 

Some products such at Touchstone Second Edition and Unlock contain activities that 
require teacher-marking. These include writing and speaking activities. This example is 
from Unlock in which the student has to write some free text: 
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< Exercise 10: There is' / There are* * v Show Dashboard 


Sentence stacker > 


Unit 1: Additional writing task 

Choose one of the places mentioned in Unit 1 of the Student’s Book. Write about the positives and the negatives. 

1 Look at this list of places from this unit. Choose the place that you would like to know more about: 

• Khanty 

• Siwa 

• Tokyo 

• Delhi 

• Cairo 

• Doha 


2 Try to find out more about your place on the internet. Make notes in the space below of some positive and negative things about your 
place. 

3 Choose three positive and three negative things from your notes and write about them. 


Student post: 

B / 1( « K S 9 I :E != £|C •O ^ i / A x‘ x, 44 mm — * i A _ ft Font Family • 

* * Font Size * Styles * 

I 

Pam: 


Until the first student has submitted some writing the teacher’s view will look like this: 


< Exercise 10: There is' / There are’ v Show Dashboard 


Sentence stacker > 


Unit 1: Additional writing task 

Choose one of the places mentioned in Unit 1 of the Student's Book. Write about the positives and the negatives. 

1 Look at this list of places from this unit. Choose the place that you would like to know more about: 

• Khanty 

• Srwa 

• Tokyo 

• Delhi 

• Cairo 

• Doha 


2 Try to find out more about your place on the internet. Make notes in the space below of some positive and negative things about your 
place. 

3 Choose three positive and three negative things from your notes and write about them. 


There are no responses made under this Writing activity task. 
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Once one ore more students have submitted their work you will see a list of students’ work 
including their names. You can then view and comment on each student’s work: 


Unit 1: Additional writing task 

Choose one of the places mentioned in Unit 1 of the Student's Book. Write about the positives and the negatives. 

1 Look at this list of places from this unit. Choose the place that you would like to know more about: 

• Khanty 

• Siwa 

• Tokyo 

• Delhi 

• Cairo 

• Doha 


2 Try to find out more about your place on the internet. Make notes in the space below of some positive and negative things about your 
place. 

3 Choose three positive and three negative things from your notes and write about them. 


Positive things about Tokyo: Tokyo is open 24 hours a day, there is always something happening | View 

The trains are very fast 

People are very polite Negative things about Tokyo: 

Tokyo is always very busy 
It is very expensive 

If... 


Select View and you will see this: 


Student's response 
Positive things about Tokyo: 

Tokyo is open 24 hours a day, there is always something happening 
The trains are very fast 
People are very polite 

Negative things about Tokyo: 

Tokyo is always very busy 
It is very expensive 

If you don't speak Japanese it can be difficult to live there 


Add a comment 


Comments (0) 


Select Add a comment and you will see this: 
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iu*yu is aiwayb very uuby 

It is very expensive 

If you don't speak Japanese it can be difficult to live there 


Hide comment form 


Comments (0) 

Post a new comment 

B / y^iSHiE E I* — X FontFamiy * 

▼ » Font Size ’ Styles ’ 


Path: 

File attachments 

Attach new file 
Browse I No file selected. 

Maximum upload size is 5 MB 

A) lowed extensions: txt doc docx ppt pptx xls xlsx jpg jpog gif png bmp pdf mp3 ogg oga ogv aac wav mp4 m4v mov 


Attach 



Write some feedback into the Comment box and select Post. Your comment will now be 
saved and the student will be able to see your feedback. 
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Getting help with the LMS 


For more information on the Gradebook and how to set it up please visit the video playlist at 

www.cambridge.org/clmsteacherplus 

... visit 

www.cambridgelms.org/main/p/frequentlyaskedquestions 

or access the Teacher's Guide to the Cambridge LMS 

You can also submit questions or problems to 

lms.support@cambridge.org 




